3

APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTHENT DF AnChts Ay STATE

. j RECORDS MANAGEMENT DIVISION

INSTRUCTIO\IS See Publication No, 76—RM-—1 for instructions on completing this form. Forward signéd ongmal m
Department of Archives and History, Records Management Division, 330 Capitol Aven{ue, Atlanta, Georgia, 30334
Attention: Scheduling Section. - S ‘

I N y ’
FOR AGENCY USE 1. Agsncy Address : : FOR RECORDS MANAGEMENT USE
Appiication Date : - Ga. Department of Public Safety Application Number
059 E. Confederate AVe. 5. E. 8 l -— \'l 3&
Agplication Nutribar Atlanta, Georgia . Date Reéawed ~ Date Complsted
(Fiscal Services) 7 . NOV 2 41981 | DEC 16 1981
2. Person to Contact Working Title Telephone Number
Charlotte M. Shiver Accounting Clerk I 656-6091
3. Action Requesied ) T ' )
a. Estabusn Retzantion Schedule; Jecord will continue to accumulate.
b. O Dispose of prasent accumulation; no further accumulation anticipated.
¢. 0O Amend Applicazicn No. Check One: O Chanae; O3 Supercede; O Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest b :
1979 ] 1981 GASOLINE INVOICES '
6. Division and Office Function What is the function of the Division and the Office in which this record series i created?

The Fiscal Services (Staff) Division is responsible for accounting for funds; receiving and
disbursing funds and budgeting for funds;for procﬁrement of supplies and equipment, their
issuance and maintenance; for providing support to these operations including procedures

writing, forms design, records management and reproduction services.

7. Record Series Description This file contains the followmg documents {include form numbers and titles, if any):
Attach sampies of the file.

Documentsrelating to:  Bjlling other State Agencies for gasoline obtained from Dept. of Public
Safety Posts threugh out Geprgia. |

Included are: Invoices ( DPS 654 8/74 sw)

File is"arranged: Nﬁmérically by Invoice Number.

8 Monthly Reference Rate How often are records referred to which are:

‘One'to six months old____3D ___: Seven to twelve months old __\D ______: Thirteen to twenty-four months old
twenty- tive months and older

9. Annual Rate of Accumul,zatnon of Hemrds
. Letter-size drawers .. : Legal-size drawers

e Shelves . ; Other (specify)

—————— "




th[-:s No | 10. Questionnaire  (Place an X" in the proper column) P N
.| a. tsthis the official copy of the series? : N
x| If not, where is it? : : _ . -
! < b, Does the seriés contain confidential information requiring security handling? If yes, cite law or regulati?n. .
4 ‘ L :
B . Is this a vital record? ' ' g b ——_
d Does this series have historical or Iong term research value? 4
e. When one or two documents in the file make it necessarv to keep the entire file for a long period, could these
N/C documents be scheduled separatély? . o
SO . S I A limmnmummammmwmmhhmwamsmm : TN
X g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? _— :
| 1f ves, attach copy. — N
h. Is there a duplication of this series in your office, or in another office or agency? o
X If ves. where? : - =
x| is seties {or a major portion of it) reqularty micratiimed? | ]
x__ s the record seties result in a computer printout? . e '
11 Retentnon Raqulrements The following requires the series to be kept: ’ o }
a. State Law & _vyears. d. Audit period , U __years,
b. Statute of limitation years. e. Administrative need - —. Years.
¢. Federal faw , years. f. Federal retention instructions years.
Atztach copy or excerpt of laws or regulations. Explain administrative need. ,
12. Aporaved Disposition Instructions This agency recommends that the file series be cut ot at the end of each:
' | T Calendar Year; (& Fiscal vear; [J Other e : then, ‘ f

[C Hold in the current files area

£ Transfer to local holding area, hold

C Transfer to State Records Center; hold

O Destroy.

1 Transfer to State Archives for permanent retention.

3t Other (Specify) .
Hold in current files area 1 year or until State Audit is completed ‘'whichever 1s
later then destroy

~monthi{s} ___ _.___ vyear{s): then
year(s); then
year{s); then

7 Con
[?f Codncur

A steErvisor - /T T ,

These instructions apply to all prior and future accumulations of the series.

Agency Head/Designee (Signature) Date
3 S ma) 19 Doo .81

Recommendations in para-

Recdkds Management Ofticer (Signature) Date

\oo. KLWQ QLN | u{f& r/ A

Stats Records Commirttee {Sngnarure) Date

.| graph 12 are approved,

State Aqditar/Designee

(1t disspproved, attach letter
of explanation.)

Secretary of State/Designee
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Attorney General/Designee
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